
Job Description


Designation:	PA to Head of Provision

Department:		Education 

Responsible to:	Head of Provision

Grade:		C2

Purpose:

To be a Personal Assistant to the Head of Provision and perform all necessary tasks requested by the Head of Provision. To undertake a full range of secretarial and administrative duties to the Head of School

Accountability:
1. Act as a personal assistant to the Head of Provision ensuring that they are kept informed of issues within the school.
2. To manage the Head of Provision’s diary and time, including arranging appointments as appropriate, acting as the “gatekeeper”.
3. Dealing with matters of a sensitive and confidential nature.
4. Responsible for the co-ordination and production of reports and statistical data by the school for teachers and outside bodies in accordance with set timescales and to meet ad hoc requests. 
5. Responsible for general typing and for preparing responses to enquiries for approval and signature by Head of Provision.
6. To open, sort and distribute the Head of Provision’s mail advising on any urgent matters.
7. Responsible for checking and organising the main office email.
8. Maintain general administrative filing and computer-based records to ensure data can be extracted easily when required.
9. Act as the first point of contact when the Head of Provision is unavailable alongside the Deputy Head.
10. To organise meetings and events including refreshments and room bookings, taking minutes as required.
11. To liaise with professional bodies, outside agencies, other schools etc.
12. Assemble and prepare papers required by the Head of Provision to attend meetings.
13. Ensure that matters arising from meetings are dealt with by the appropriate people within agreed timescales.
14. Handle all confidential correspondence with discretion.
15. Ensure all new staff, visitors and volunteers provide relevant and up to date documentation for suitable checks to be made.
16. Responsibility for the schools SCR. 
17. Responsibility for updating the school’s website and production of termly newsletter. 
18. Managing the administration of the recruitment process. 
19. Organising the induction process for new staff. 
20. Responsible for recording staff absences and completing return to work process.
21. Act in accordance with the equal opportunities policy and undertake the duties as required by SIP.
22. To take part in ‘in house training’ as required.
23. Organise fundraising events for the school

Please note that the above is a description of the main duties and responsibilities of the post, this list is not exhaustive, and duties may change over time as requirements and circumstances of the school change. 


Person Specification:
· Good standard of education.
· Demonstrates resilience and has experience of providing a high-level support in a busy environment.
· Computer literate with good knowledge of systems, Excel and Word for administration, reports and correspondence.
· Previous experience of working within an educational based environment desirable but not essential.
· Excellent verbal and written communication skills for dealing with enquiries from pupils, parents, relatives, carers/ teachers and governors.
· Ability to work on own initiative and prioritise work.
· Excellent interpersonal skills.
· Diplomacy and tact to be able to deal with the above when required.
· Excellent telephone manner
· Experience of producing minutes and documents with the use of short hand desirable but not essential.
· Demonstrate a clear commitment to the team approach whilst able to work on your own.
· Proven high communication skills, oral and written in order to produce detailed reports and memos.

Organisation:
· The postholder will be directly line managed by the Head of Provision through daily contact.
· The postholder will have regular contact with teaching and non-teaching staff and governors.
· In addition, the postholder will have contact with LA staff in relation to production or requests for information.
· The post will be based at The Marlborough as part of Hoo St Werburgh Primary School but you may be required to attend other locations to work of which mileage will be able to be claimed.




